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Parents;

Please familiarize yourselves with this parent handbook as soon as your child is enrolled in daycare.  This handbook will address my policies and procedures* on the following care related issues:

· Operating Policy

· Closing Time Plan

· Educational Curriculum
· Toilet Training

· Discipline Policy
· Emergency Plans

OPERATING POLICY

Days and hours of operation:  The daycare is open Monday through Friday, 8:00a.m. to 4:30pm. Please refer to the attached calendar for holidays and vacation days when I do not offer childcare.
Admission:  One weeks’ tuition is due upon registration and enrollment.  If a spot needs to be held for longer than one month a deposit agreement will be worked out between the parent and provider based on the current availability of enrollment at that time. Tuition payments are to be made weekly by cash or check, and are due Friday mornings before the next week of care.  If you wish to pay monthly, this can be arranged.  Please let me know if you need a monthly receipt, otherwise only one receipt will be provided yearly in January for tax purposes. A $5 per day late fee will be added if payment is not received on time, and your child may not return until payment is made in full.  If payments are continuously late or missed, you may forfeit your child’s enrollment.  

Tuition rates:  

	
	Age
	Daily Rate

	Infant Care:
	3 months – 3rd birthday
	$240/week or $60 daily 

	Preschool:
	3 years and up                           AND toilet trained
	$225/week or $55 daily

	Before/After Care
	School age (5+)
	$10/am only

$10/pm only

$20/day


Each child entering the daycare must have an updated physical form, signed and dated by his/her pediatrician, which includes the child’s date of birth. All children’s physicals must be updated yearly and immunization records must be maintained per State of Connecticut requirements.

Please call and let me know if your child is going to be absent for any reason.  You are still responsible for payment on days your child stays home or is out sick.

An adult must accompany your child to and from the daycare every day.  Under no circumstances are parents allowed to drop their child off in the driveway or prior to opening time without escorting them to meet me.  Children may not be left unattended at any time.
Please keep at least two complete seasonably appropriate changes of clothes in your child’s cubby at all times (labeled with child’s initials). In the wintertime please send a set of snow pants, hat, mittens, and snow boots.  You are welcome to keep a set here or take them back and forth to daycare each day as long as we have them back here for outside snow play.  Parents must supply any necessary diapers, wipes, bottles, baby food, breast milk/formula, pacifiers, etc.  I will go over specific requirements for your child’s age and specific needs upon enrollment.
We have plenty of fun toys at the daycare!  Toys do not need to be brought from home except on specified days, such as show and tell.  I am not responsible for any broken or lost toys as a result of not following this policy.

Any changes in address, phone number, emergency pick up person, custody changes, medical or insurance info, etc. must be immediately supplied to the daycare in writing.

Meals and snacks:  Please pack a lunch that can be served cold or needs simple reheating.  I will not cook raw foods, but can reheat foods in the microwave that should be served warm.  Please pack foods in microwave safe containers and label your child’s lunch bag and containers with his initials. If you forget your child’s lunch, I will supply a meal and you will be charged a $5 lunch fee.
The daycare will provide a morning and afternoon snack, as well as whole milk and water throughout the day. If your child has specific food intolerances, allergies, or dietary restrictions you may be asked to provide snacks and/or drinks as well. Children always have access to fresh water throughout the day and I will provide an appropriate sippy cup for their age.  Please do not send candy in lunches or for snacks.  If you would like to bring in a special snack for your child’s birthday please let me know ahead of time and we will arrange this, typically cupcakes or muffins are best for this age group.
Parents have full access to the program and facility at any time during operating hours and are allowed to visit their children. I ask that you avoid nap time as it can be disruptive to other children who need their rest.  However, if you drop in during the day prior to pick up time, it may be upsetting to your child when you leave so understand that if it becomes an upsetting experience I may ask that you take your child home with you at that time.
Vacation/Personal Time:
There are 3 paid vacation weeks throughout the daycare year; 1 week in April (school vacation week), 1 week in August , and 1 week in December (between Christmas and New Year’s.) If any additional vacation weeks are taken by me in addition to the three listed, no tuition would be due and parents would be given ample notice. There are also single day holidays (such as Labor Day, Fourth of July, etc) that the daycare is closed. Please refer to your calendar for the specific holidays and vacation weeks daycare will not be in session.  If needed, I also have up to 3 paid personal days for family emergencies/funerals and up to 5 paid sick days for myself or my children. Any personal or sick time that goes passed the allowed amount will be taken unpaid. Regular tuition payments are still due on holidays and vacations listed on the calendar as well as personal and sick days. 

Summer break option: Parents have the option to choose whether or not their child will attend during the summer months. Should you decide you do not need care for your child during July and August, there is a $100 hold fee for each month, due in full by the end of June. During the months of July and August you will have a credit for 2 days of care per month which you may choose to use each month as long as the dates care is needed is arranged ahead of time with me. 

Before/after care: Parents using the before and after care option for their school aged child only need to pay for the days they are using that school is in session. For example, when Labor Day falls on Monday during the week and school is closed, you are only responsible for paying for care Tuesday through Friday of that week. No payment is due for school vacation weeks. If your child is out sick you are still responsible for payment as that is an unplanned absence.
Withdrawal of children:  Parents must give the daycare a minimum of two weeks’ notice when withdrawing their child from the daycare. All tuition through two weeks remains due.

Expulsion of children:  It is the policy of this daycare to work through any problems with parents and appropriate consultants rather than expel children.  However, if all necessary action has been taken and the child poses a serious threat to the physical or emotional health of other children or staff, you may be given notice that your child will no longer be enrolled in the daycare.

CLOSING TIME PLAN (when a child is not picked up as planned)

•Daycare closes promptly at 4:30 pm Monday through Friday. Please be respectful of this closing time; when you are late, you are taking away from my family time.
• If you are going to be late (anytime after 4:29pm) or feel you will be “cutting it close” you need to call or text to make me aware of this as soon as possible.  If a child has not been picked up by closing time and no phone calls have been received I will make phone calls in the following order until a person can be reached and agrees to pick up the child (1) parent’s work/cell phone numbers, (2) the child’s home, (3) authorized emergency contacts.  If your child has not been picked up one hour past closing time and no one on the authorized emergency contact list can be reached, the police department will be contacted and your child will be released to the police. I will remain with your child at all times until they are released to the police.
Please understand that my family time begins promptly at 4:30pm. If you wish to discuss anything about your child or their day please pick up early enough so that we have a few minutes to chat. 

Late Fees:  Please note that you will be charged late fees at a rate of $1 per minute for every minute you are late past the 4:30pm closing time. This includes the time it takes for you to pack up your child and their belongings.  My own children often have after school events they need to attend and I may need to leave my driveway by 4:30pm. Even if you have called to inform the daycare you are running late, you are still responsible for late fees past the 4:30pm closing time.  Late fees must be paid upon arrival or prior to your child’s return to daycare the following day.
EDUCATIONAL CURRICULUM
Children will follow a flexible daily schedule that meets the individual needs of the diverse population served. The plan for development will allow for cultural, language and developmental differences to be addressed.

There will be sufficient opportunity for indoor and outdoor physical activities, which will allow for fine and gross motor development.

The schedule will include opportunity for problem-solving experiences that help to formulate language development and sensory discrimination.

Children will have the opportunity to express their own ideas and feelings through creative experiences in all parts of the program, including:

·  Arts and media

·  Dramatic play

·  Music

·  Language

·  Motor activity

·  Language learning experiences

·  Experiences that promote self-reliance

·  Health education practices

·  Child initiated and teacher initiated experiences

·  Exploration and discovery

·  Varied choices in materials and equipment

·  Individual and small group activities

·  Active and quiet play

·  Rest, sleep or quiet activity

·  Nutritious meals and snacks

·  Toileting and clean up

TOILET TRAINING
Children at the daycare are typically toilet trained by the age of three. It is understood that all children are different and are ready to accomplish this skill at different times.  If your child is not toilet trained by age three, they will not be eligible for the 3 year old preschool tuition rate. I work with parents on toilet training procedures to make your child is as successful as possible, but I will not start the toilet training experience until you have initiated at home (buying big kid underwear, trying on the potty at home, etc).  We will discuss when your child is ready so that both parents and daycare staff are “on board” and putting the effort into successful potty training. I use a reward based system to promote successful and positive experiences (sticker chart, candy/prizes, etc). Parents are responsible for supplying the daycare with extra sets of underwear, spare clothing, and any other necessary potty training supplies for the duration of the potty training period to ensure success. Often times kids still need a pull-up at nap time for success throughout the day for the first few months after beginning potty training. The potty training/preschool rate will go into effect when your child is three years old AND no diapers or pull-ups need to be used throughout the daycare day, your child can effectively communicate when they need to use the potty and make it there without having an accident, and accidents while occasional at this age, are a rare occurrence.
DISCIPLINE POLICY

• The use of positive guidance

• Redirection

• Setting clear limits

• Continuous supervision by staff during any disciplinary action

• Specifically prohibiting abusive, neglectful, corporal, humiliating or frightening punishment

• Prohibiting physical restraint, unless such restraint is necessary to protect the health and safety of the child or other people

• Managing a child’s behavior using techniques based on developmentally appropriate practice

The goal of discipline is to help the child develop inner controls so that she/he may move toward appropriate social behavior. Methods for resolving conflicts are:

• Positive guidance

• Setting clear limits

• Redirection

When disputes arise among children or between a child and teacher, the teacher will encourage a talking out process among those involved. The goal of this talking out process will be to acknowledge feelings and find solutions using children’s ideas whenever possible.

A child who is aggressive or is repeatedly destructive of other children’s work will be asked to make an activity choice in another area if talking things through has not resulted in better self-control.  Time outs are used as a last resort to separate children from their peers if they are being overly disruptive. Parents will be called to come get their child if the child is continually disruptive to the education or safety of other children in my care.
Staff will continuously supervise children during disciplinary actions.

• I have a responsibility to report child abuse or neglect of children enrolled in the program or facility. (Connecticut General Statutes, Sections 17a-101, 17a-101a, 17a-101b, 17a-101c and 17a-101d.)

• The Department of Children and Families Hotline telephone number to call for reporting abuse or neglect is 1-800-842-2288.
EMERGENCY PLANS

Medical/Sick Policy:

In the event a child becomes ill while at the daycare, parents will be notified and the child will be moved away from other children, to an available area to rest.  Parents are responsible for picking their child up within ONE HOUR of notification.  If parents cannot be reached, the emergency contact person(s) will be notified until someone is available to pick up the sick child.  Your child may not return to daycare until they are have ceased vomiting/diarrhea for 24 hours and/or have not had a fever for 24 hours without the use of fever reducing medication.  If your child becomes sick while at home with you, they need to remain out of daycare until they have been symptom free for 24 hours.  Symptoms include: fever, diarrhea, vomiting, constant yellow or green runny nose, pink eye, or a mucousy or persistent cough that inhibits them from participating in outdoor activities or exercise.  Please keep in mind that if we keep the germs out of daycare, then we will keep them from spreading.  When you send a sick child to daycare, you are risking infecting the other children and staff, which leads to a longer recovery time for everyone or the potential need for me to take a sick day for myself or my own children.
In case of a medical emergency, I will attend to first aid as needed and notify the family of the child. For extreme emergencies, 911 will be called. An ambulance will take the child to the nearest hospital. The child’s emergency permission form will be sent with them. I will notify the family or alternate pick-up person to meet the child at the emergency room.  Emergency substitute caregivers will be called in if necessary to maintain required ratios.
Medication policies:  The daycare will only administer non-prescription topical medications, such as diapering ointments or sunscreen with parent permission. All ointments and topical medications must be brought in their original containers. Proper forms must be filled out by a parent.  Prescription medications require documentation from your child’s pediatrician and separate forms to be filled out well ahead of time. 

Weather:

This daycare follows the Manchester Public Schools closing and delay schedule. When the Manchester Public Schools issue a snow day or other inclement weather closing or delay, daycare will also close or delay opening.  When the Manchester Public schools have a 90 minute delay, daycare will open at 9:30am. We do not typically do early closings unless I deem it necessary to ensure the safety of the children. I reserve the right to close for the entire day due to extreme or severe weather conditions.  In this case parents would be notified by phone prior to opening time. Full payment is still expected on snow days/weather delay days. 

Parents can check the status of closings or delays online at https://www.mpspride.org/Page/165 .  Parents can also check local radio or television news programs.  If the daycare needs to close early due to a weather related emergency, I will notify parents to pick up their children due to an early closing as soon as possible. It is your responsibility to check the status of the weather and school closing information. I highly recommend parents sign up for a texting service such as the one through the NBC30 weather website or something similar if you have a cell phone so that you stay up to date. Please do not just show up and claim that you did not know daycare was closed/delayed as I will not accept your children at that time. In the event conditions require our program to shelter children, we have additional resources (flashlights, water, radio, food, clothing, etc.) available. I will remain with all children until they are picked up.

In the event of other serious weather emergencies, such as tornadoes or hurricanes, staff and children will remain indoors away from windows and doors. Parents will be notified after the immediate danger has passed.

Fire:

In the event of a fire, evacuation from the building will be through the closest fire exit. Staff will be responsible for supervising the children under their care and leading them to the fire exit.  The group will walk to the back yard, safely away from the building. The staff will immediately take attendance. Should it not be possible to return to the building, parents will be notified via the cell phone to pick up their children. We practice quarterly fire drills at daycare so that children and staff are aware and prepared for an emergency situation and understand expectations. 
Attachments:  Calendar, parent/provider agreement
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* All policies and procedures including tuition rates and fees are subject to change upon notice.     

   Whenever possible advance written notice will be given to parents.

